APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
RECDRDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. k—'orward signed original to

Department of Archives and Hlstory, Reoords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. ;

FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Application Date : ‘Department of Education Application Number
Office of Vocational Education 8 l - ) 3 7
— Division of Vocational Instruction e SR
Application Number . Date Received Date Completed
Program of Education § Career Exploratilon F FEB 27 1981
L __Atlanta, Georgia _ _ _ FEB 231981 | "*" < ° ™81
2. Person to Contact

Workmg Title Telephone Number
Mildred Hutche;:soo 7

3. Action Requested
a,

. Consultant Exploratory Programs (PECE) ﬁ§§§:§§1§4

K Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
¢. _[J Amend Application No. .
4. Dates of Series
Earliest . Latest

1978 | To Date

Check One: [] Change; [ Supercede; O Void
5. Records Series Title (followed by title used in office; if different) _

P. E. C. E. Coordinatons‘ Permanent Files

6. Division aqd Office Function What is the function of the Division and the Office in which this record series is created?

The Exploratory Programs (P.E.C.E.) Unit is responsible for administering and monitoring
P.E.C.E. (Program of Education and Career Exploration) programs in local school systems.
This state-funded program is an innovative approach in education and career exploration,
which provides seventh, eighth, or ninth grade students exploratory learning experiences
at community work sites and in the classroom to help thein make future vocational and

educational decisions. P.E.C.E. is not designed to train or prepare students for specific
occupations or to encourage them to make specific vocational choices.

The P.E.C.E. Unit develops and administers policies and procedures related to P.E.C.H
monitors local P.E.C.E. instructional programs, provides technical assistance to
local school systems, plans and coordinates staff development and in-service
training activities, and disseminates information about the program.

8. Monthly Reference Rate

9.

7. Record Series Description

This file contains the followmg ‘documents {mc.’ude form numbers and titles, if any):
Attach samples of the file.

Verifying teacher,coordlnator employment and credentials, and
approving and monitoring programs of work.

Documents relating to:

Inau&m{ae: o Programs of WOrk coples of 1nformat10n reghrdlng New and . Replacement
' ; JP.E.C.E. personnel from local school systems' Applications for™

Vocational Education, copies of teachers' certificates, and e
related correspondence.

wl

File is arranged: Alphabetically by name of teacher/coordinator.

" How often are records referred to which are: : ’* -
One 1o six months old

; Seven to twelve monthsold _______; Thirteen to twenty-four months old ;
_twenty-five months and older _________? . e o o
‘Annual Raté of Accumulation of Records b * ) -
Letter-size drawers ___ 2 _; Legal-size drawers -~ ;Shelves_________;Other {specify)

AR—-50-71; Rev. 76

{Over)




YES | NO | 10. Qgestionnaire {Place an X" in the proper column)

. |s this the official copy of the series? _ - EFE . ,
| | X If not, where isit? ... ' ’ ,

b Does the series contaln confidential mformation requiring securltv handlmg? If yes, qte Iaw or regulatuon

. Isthisa wtai record?
_ d Does this series have historical or Iong term research vaiue7

mx

{1 e. When one or two documents in the file make it necessary to keep the entire file for a Iong penod could these
| N/ documents be scheduled separately? ,

_Ix 1 L__Ighe |nformatnon contained in this serjgs ever oubhshed? If VeLattach copy. .

Is the mformatmn oontamed in thls sernes ever analyzed andlor reoorded ina summanzed report?

X4 _1,_If ves. attach copy. _ ;
) h. Is there a duplication of th|s series in your office, or in another office or agency?

X . If ves, where? R - S -
X _| 7. 1sthis series for a majo_pgmon of rtugqglily rmcrofnlmed?
X j.._Does the record series result in a computer printout? _ e
11. Retention Requirements The foliowing requrres the series to be kept:
a. State Law years. d. Audit period 1 years.
b. Statute of limitation : years. ' e. Administrative need - 3 _ .. vyears.
c. Federal law years. "~ f. Federal retention instructions \'/ea'rs.

S : L -
Attach copy or excert of laws or regulations. Explain administrative need. -

Office reference requirements.

12. Approved Disposition Instructions " This agency recommends that the file series be cut off at the end of each:

O Calendar Year; (O Fiscal Year; Kl Other __See Below* - . -—_then,
O Hold in the current files area -year(s); then
“ 1 Transter to tocal hoiding area; hold_..._g_ yéar(sh;then .=, 1 5 .35 2 ci._ ST U q i
O Transfer to State Retords Center; hold .= “vr o vear{s) then o s, 1.0 Lz 7 L.t .o .S L5 0L 2007100
0O Destroy. ""7msz-n. .5 o7 v dEve LISLL o2 13 TOOL L05 ZilBu 2T s Ll .Ls_ 2t
O Transfer to State Archives for permanentretention. = © % 2. .7 2208, 79220 . 15 (27 25w T75 171 3%

Other (Specify)

* When teacher is no longer active in P.E.C.E. program, remove folder from active file
and place in inactive file; cut off inactive file at end of each fiscal year; then
- transfer to State Records Center; hold three (3) years; then destroy.

Programs of Work of active teachers: remove from file at the end of each fiscal
year; then transfer to the State Records Center; hold three (3) years; then
destroy. . : . ,

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designep (Signatr®) ” Date '| Records Manag ment Officer {Srgnawre} 1 Date_

f PRy L @M 7»7/9/ Welheo K. Bowmaordan, | 2-20-8]
/ / _ /-—-\' State Records COmmlttee,aprgnature} o Date

Recommendations in para-

araph 12 are approved. State/A%BerDesignee( : : pyoy = 7,

{/f disapproved, attach letter [ f W
of explanation.) Secrgapf%e/Designee AM}% L 2 ~24 -4
Attornev General/Designes // 2-17 f7

AR-50-71; Rev, 76 (Hcvena Slde‘)




